
Montana Department of Public Health and Human Services Immunization Program 

MT IZ VFC Handbook - Section 15 Ordering and Receiving VFC Vaccine (revised 07/01/2015) Page 55 of 75 

15. ORDERING AND RECEIVING VFC VACCINE 

Overview 

VFC providers are required to order and manage vaccine through imMTrax, the State 

immunization registry.  

VFC vaccine orders are exported from imMTrax to the CDC ordering system and placed at McKesson, the CDC-

contracted distributor of VFC vaccine. Refrigerated vaccine is shipped directly from McKesson to the provider. 

Varicella-containing vaccine, which must be kept frozen, ships directly from Merck to the provider and is not 

shipped from McKesson. Figure 3 is a general outline of the vaccine ordering and receiving process.  

 

Figure 1 VFC Vaccine Order and Receiving Process 

 

This handbook is not an in-depth imMTrax user’s guide and will only outline the steps and policies associated with 

managing VFC vaccine in the system. Please contact the imMTrax Training and Support at 444-2969 

(hhsiz@mt.gov) for more information on using imMTrax.  

Ordering VFC Vaccine 

Only staff with “Site Administrator” privileges in imMTrax can order and manage vaccine (contact imMTrax 

Training and Support 444-2969 hhsiz@mt.gov).  

You must complete two steps in imMTrax before you can order vaccine: 

1. Certify cold chain information for the previous month (current to the day of submission) 

2. Reconcile your VFC vaccine inventory within the last 14 days. 
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Cold chain certification, inventory reconciliation, and vaccine orders must be submitted by the 15
th
 

of each month. Cold chain certification and inventory reconciliation in imMTrax must be 

completed monthly regardless of whether you submit a vaccine order. 

Entering Vaccine Storage Units and Certifying Cold Chain 

 To initially set up your storage units in imMTrax click Manage Cold Chain>>>Add Unit. 

 To certify your cold chain prior to reconciliation and ordering, go to Manage Cold Chain, select a cold 

storage unit from the drop-down list, and click Certify Temperatures. 

 Select the first option (radio button), if all of the conditions below are met: 

 The digital temperature data has been downloaded, reviewed, and archived with no out-of-range 

indications.  

 The following has been recorded twice daily on an immunization Program paper temperature log with 

no out-of-range indications:  

 Time of day  

 Staff initials  

 Status of the data logger LED (green or red)  

 Minimum, maximum, and current temperature every morning  

 Current temperature every evening  

 There have not been any changes, malfunctions, or repairs to this storage unit.  

 There have not been any staff changes to the Vaccine Manager or Alternate Manager positions at your 

facility. 

 Click Save and Submit. You can now reconcile your inventory and order vaccine.  

 If any of the conditions listed above are not met, you must select the second option and then provide an 

explanation in the text box at the bottom. Click Save and Submit. Your certification will be flagged for 

review, and you cannot reconcile your inventory until it has been approved by the Immunization Program.   

Reconciling Inventory 

Reconciling your inventory is simply accounting for the vaccine that was removed from your inventory during the 

previous month. You must have reconciled inventory within 14 days of placing a vaccine order.  

 To reconcile inventory go to Manage Inventory>>>Show Inventory>>>Reconcile. You cannot reconcile 

your inventory if you have outstanding orders or transfers awaiting receipt (See the Receiving Orders in 

imMTrax and Vaccine Transfer sections, page 59 and 63, respectively).  

 The first step in reconciliation is physically counting the vaccine in your storage units by lot number. 

 The next step is entering doses administered into imMTrax for each vaccine by lot number. This can be 

done one of two ways depending on whether you are an integrated or aggregate user (See page 8 for 

definitions): 

 Integrated users enter patient immunization records into imMTrax throughout the month. During that 

process, vaccines are selected out of inventory. Integrated users simply have to keep their patient 

immunization data entry up to date. During reconciliation, doses administered are automatically pulled 

into the reconciliation screen. 
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 Aggregate users must manually enter doses administered for the month by vaccine, by lot number, by 

age cohort. You do not need to enter doses by dose number. All data can be entered under Dose #1.  

 Once entered (aggregate) or automatically imported from immunization records (integrated), doses 

administered will subtract from your starting inventory to give Inventory on Hand.  

 Next, enter the results of your refrigerator count by vaccine, by lot number into the Refrigerator Count 

field.  

 If your Inventory on Hand differs from your Refrigerator Count, the difference automatically calculates 

by dose and percentage in the Adjustment column. You then must investigate and correct the 

discrepancy. If it cannot be corrected, select the most appropriate reason for the difference in the Reason 

drop-down list. 

 imMTrax will log you out of the system if it is idle for more than 30 minutes. If this happens, you may lose 

data. During data entry, click Save and Finish Later every 15 minutes to prevent this from happening.  

 When you have entered your Doses Administered (aggregate users), Refrigerator Count, and 

Adjustment Reasons (if necessary) for all lots, hit Save and Submit. 

 If your Inventory on Hand differs from your Refrigerator Count by more than the threshold set by the 

State, your reconciliation will be flagged for review. You will not be able to order vaccine until the State 

has reviewed your reconciliation.  

 Once your reconciliation is submitted and approved (if necessary), you can order vaccine. 

Placing Orders 

Orders are placed online in imMTrax: 

 Before placing a vaccine order, submit in imMTrax your cold chain certification and reconcile your 

inventory. See previous sections. You must have reconciled your inventory within 14 days of when you 

place your order.   

 Order VFC vaccine no more than once per month and preferably once every three 

months. Place orders between the 1
st

 and 15
th

 of each month. More than one order 

per month may be allowed in emergencies. Non-emergency orders submitted after the 

15
th
 of the month will be held until the next ordering window (1

st
 of the next month). 

 To place a vaccine order in imMTrax, under the “Inventory” heading on the left-hand menu, click Manage 

Orders. The “Orders/Transfers” screen will appear. Click Create Order in the upper right of the screen. 

 A list of public vaccines available to your facility will appear. Enter the number of doses ordered in the 

Order Requested column. (The “Order Recommended” column is not functional at this time.) 

 VFC vaccine must be ordered by the dose. Dose amounts ordered must be divisible by the package size 

listed in the “Packaging” column. Boxes cannot be broken down into smaller quantities. 

 Once all vaccine order quantities are entered, click one of the following: 

 Save Order – Saves the order for submitting later. The “Orders/Transfers” screen redisplays and the 

order appears in the “Inbound Orders” section as “Saved, Not Submitted.” To access the order again, 

check the radio button next to the order on the “Orders/Transfers” screen, and click Receive/Modify. 

The order will reappear and can be edited, re-saved, or submitted. 

 Submit Order – Saves the order and submits it to the Immunization Program for review. The order 

then appears in the “Inbound Orders” section as “Submitted, Under Review.” 

 Cancel – Does not save the order and returns to the “Orders/Transfers” screen. No order is created. 

 Immunization Program reviews orders to ensure that they are: 
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 Not over a three-month supply (including current inventory) based on doses administered entered 

during the month (integrated providers) or during reconciliation (aggregate providers).   

 Not over-ordering a single-antigen presentation when combination vaccines are in inventory (e.g., not 

over-ordering IPV if you have adequate Pediarix
®
 or Pentacel

®
 on hand). 

 The Immunization Program may adjust orders that do not conform to the requirements listed above. We 

make every attempt to contact providers before modifying orders. 

 Issues with order quantities may delay your order. Please strive to order a three-month supply of vaccine 

(including your current inventory) based on your usage history. 

 Be sure to inform the Immunization Program of special circumstances such as campaigns or catch-up 

clinics where you need more vaccine than your usage history allows (hhsiz@mt.gov 444-5580).   

Checking the Status of an Order 

 Orders typically ship within 5–10 days from the time they are received at the Immunization Program.  

 To check the status of orders, under the “Inventory” heading on the left-hand menu, click Manage 

Orders.  

 Saved or submitted orders will appear on the “Orders/Transfers” screen under “Inbound Orders.” The 

status of the order is listed under the “Order Status” column, and includes the following options: 

 Saved, Not Submitted – Order is saved, but not submitted to the Immunization Program for review. 

Provider can still edit order at this point. (See “Save Order” in section above.) 

 Submitted, Under Review – Order has been submitted to the Immunization Program for review but 

has not been placed with the CDC. The order can only be changed by the Immunization Program. To 

change an order displaying this status, contact the Immunization Program (hhsiz@mt.gov 444-5580). 

 Approved for Shipment – Order has been approved by the Immunization Program and sent to the 

CDC.  

 Shipped – Order has been fulfilled by the CDC and shipped to the provider. DO NOT “receive” orders 

in imMTrax until they have physically arrived at your facility and you have inspected the package and 

inventoried the contents. 

 If you have additional questions about the status of your order, call or email the Immunization Program 

(444-5580 hhsiz@mt.gov).  

Receiving Orders 

 You must inform the Immunization Program (444-5580 hhsiz@mt.gov) if your vaccine shipping address or 

times you can receive vaccine shipments change.   

 You should receive VFC vaccine 5–10 days after submitting your order. Varicella-containing vaccines 

ship from the manufacturer (rather than from McKesson) and may take longer to arrive.  

 If you have not received your order in 10 days, check the status of your order in imMTrax (see previous 

section), or contact the Immunization Program (444-5580 hhsiz@mt.gov).   

Receiving Vaccine Shipments at your Facility  

Follow the procedures below when receiving vaccine shipments at your facility. Providers must be on site with 

appropriate staff available to receive vaccine at least one day a week other than Monday, and for at least four 

consecutive hours during that day: 

mailto:hhsiz@mt.gov
mailto:hhsiz@mt.gov
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 DO NOT leave vaccine deliveries unattended. Check all deliveries immediately to 

determine if they are perishable vaccine and handle them according to the following 

instructions:  

 Inform front desk and supply personnel when vaccine deliveries are expected.  

 Contact the designated Vaccine Manager or Alternate Manager when shipments arrive (See Section 12 

for contact information).  

 Place vaccine in an approved storage unit holding proper temperatures as soon as possible. 

 Follow the instructions on the packing slip when unpacking vaccine shipments. Confirm that: 

 The package is not damaged or leaking 

 The shipping time was less than 48 hours (96 hours for varicella-containing vaccines). If the interval 

between shipment from the supplier and arrival of the product at the facility was more than these 

time frames, the vaccines could have been compromised during shipment. See “Problems with 

Orders and Shipments” below. 

 The temperature monitors (if present) are within acceptable temperature range 

 The vaccine quantities, diluents, lot numbers, and expiration dates match the packing list and 

imMTrax order. 

 Expiration dates are compared to current stock to ensure short-dated vaccines are used first. 

Receiving Orders in imMTrax 

You must “receive” VFC vaccine orders in imMTrax for them to appear in your inventory. 

 To electronically receive VFC vaccine orders, under the “Inventory” heading, click Manage Orders. The 

“Orders/Transfers” screen will appear. 

 Under “Inbound Orders,” select the radio button next to your VFC vaccine order. The “Order Status” must 

show as “Shipped” in order to receive it. Click Receive/Modify. The list of vaccines approved for order by 

the Immunization Program will appear, including receipt quantities, lot numbers, and expiration dates.  

 Non-varicella-containing vaccines ordered, but not shipped will have an “N/A” in the “Receipt Quantities” 

column. 

 Compare the imMTrax inventory list to your packing slip and the vaccines in the shipment.  

 Then click one of the following: 

 Accept Order – Click Accept Order if the doses in the “Receipt Quantities” column match those on the 

packing slip and in the shipment. Vaccines not shipped (“N/A” designation) will not be accepted, but will 

remain in the “Inbound Orders” until shipped.  

Varicella-containing Vaccines:  

 Varivax® and ProQuad®  may show as shipped before they arrive at your facility. DO NOT 

ACCEPT ProQuad® and Varivax® shipments until they physically arrive at your facility. Use the 

Partially Receive option (below) until they arrive.   

 When accepting varicella-containing vaccines (after they have arrived at your facility), DO NOT 

EDIT the receipts quantities, lot number, or expiration date. This information imports directly from 

Merck and should match your packing slip and shipment.  

 Reject Order – Never reject an order without first contacting the Immunization Program (hhsiz@mt.gov 

or 444-5580) 
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Requirement 

mailto:hhsiz@mt.gov


Montana Department of Public Health and Human Services Immunization Program 

MT IZ VFC Handbook - Section 15 Ordering and Receiving VFC Vaccine (revised 07/01/2015) Page 60 of 75 

 Partially Receive – Use this option to accept shipment of refrigerated vaccines when varicella-

containing vaccines have not arrived yet. Change the “Receipt Quantities” on the ProQuad
®
 and 

Varivax
® 

 to “0” and then click Partially Receive. The varicella-containing vaccines will remain in the 

Inbound Orders, and can be accepted when they arrive at your facility. 

 Cancel – To take no action and return to the “Orders/Transfers” screen. 

 Accepted/received vaccines will automatically appear in your public vaccine inventory. To confirm that 

your inventory was added, under the “Inventory Heading,” click Manage Inventory>>>Show Inventory.  

Problems with Orders and Shipments 

 Never reject VFC vaccine delivery or discard VFC vaccine shipments.  

 If you believe your vaccine order was compromised during shipment, immediately store 

the vaccine under appropriate conditions separate from other stock, mark “DO NOT 

USE,” and call the McKesson Specialty Contact Center (MSCC) at 1-877-836-7123. 

Viability calls must reach MSCC the same day the vaccine arrived at your facility or the 

CDC, Immunization Program, and your facility may be liable for vaccine replacement, regardless of the 

cause of the temperature excursion.  

 If you encounter problems other than viability issues, call or email the Immunization Program (444-5580 

hhsiz@mt.gov).    

 Please note that VFC vaccine orders may have been adjusted to conform to the ordering requirements 

specified in this section. We make every attempt to contact providers before modifying orders. Contact 

the Immunization Program if you have questions. 

Seasonal Influenza Vaccine Orders 

The Immunization Program must pre-book seasonal influenza vaccine months in advance and distribute doses 

during the season as it becomes available. For this reason, we manage influenza vaccine differently than other 

publicly supplied vaccine: 

 The Immunization Program distributes an influenza vaccine order form mid-summer of every year. It lists 

the vaccine offerings for the coming season and instructions for returning the form to the Immunization 

Program.  

 The influenza vaccine order form must contain your order for the entire season and be 

returned by the submission deadline in order to reserve your vaccine for the season.   

 As influenza vaccine becomes available at McKesson, we ship allocations to our 

providers. Shipments typically begin the first of September and last through December, until all orders are 

fulfilled. You may not receive your entire order at once. 

 After orders are fulfilled, we often have extra doses available on a first come, first serve basis. 

 Seasonal influenza vaccine expires in June. DO NOT discard expired influenza vaccine. It must be 

returned to McKesson following the procedure outlined in Section 16.  

 Contact the Immunization Program (444-5580 hhsiz@mt.gov) with questions about influenza vaccine 

orders. 
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